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AICPA Issued Air Travel Card
Air Travel Cards are issued to staff members who travel frequently. The request for an air travel card must be
authorized by a division Director. Your Air Travel card is yours to use for AICPA travel only when the services of
meetings and travel are unavailable, i.e. — over the weekend or when you are on the road. This card can only be used
by the card holder. If your card is lost or stolen please report it immediately to Meetings & Travel services for can
cellation and issuance of a new card.

Airline Reservations
Carefully read your pink airline confirmation forms — noting any comments regarding changes or cancellations
penalties which your tickets may be subject to, depending upon the airline and type of ticket being purchased. Please
be aware — whenever you change your airline ticket while away from the office, verify with the reservationist, if there
is a fare change, if so whether it is a refund to our account, an additional collection, or even exchange. If the fare is dif
ferent, you must settle it with the agent at the ticket counter and obtain a receipt. The receipt for an increase or
refund should be sent to Meetings & Travel upon your return to the office with an explanation of what occurred.

Train Reservations
Arrangements for rail transportation is to be handled by Meetings and Travel in the same manner as air transporta
tion. Simply submit a train reservation form with the proper approval to the Meetings and Travel department with
the dates, destination and requested departure or arrival times. Your reservations will be confirmed and your tickets
issued prior to your departure from the office.

Airline Update
As of February 1,1987 People Express and New York Air will become Continental Airlines. Continental will honor all
reservations and tickets held by either carrier.

New York Hotels
Please instruct members attending New York office committee meetings to contact the New York Hilton for room
accommodations. This special rate is only available to AICPA members. The reservations must be made by using the
listed telephone number to obtain this rate. They must also use a major credit card to guarantee reservations.

Hotel: The New York Hilton
1335 Avenue of the Americas, New York, N.Y. 10019
Telephone: 212-484-3900
Request EBS Special rate for AICPA
Rate: $135.00 Single — $160.00 Double
Effective: September 15, 1986 — April 1, 1987
Rate: $145.00 Single — $170.00 Double
Effective: April 1, 1987 — December 31, 1987

If members have questions or problems utilizing this service, please contact Andrea Adler, Travel Administrator.

Staff Profile
Attached is a staff profile form which should be completed by all staff members who frequently travel on business.
These files will be programmed into our computer systems and will enable us to provide a more personalized service
to our staff. If you have any questions regarding this form, please contact Andrea Adler, Travel Administrator.

STAFF PROFILE
Please complete the following required information which will allow our Travel Department to service
your requests more efficiently.

NAME:___________________________________________________ TITLE:

DEPARTMENT:COST CENTER:

SECRETARY:____________________________________________
HOME PHONE:

EXT:

Airline Preference: Domestic _________________________________________
International_____________________________________

Airline Seat Preference:

Smoking [

]

Non-Smoking [

Special Request or Remarks:

]

Window [

]

Aisle [

]

